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POCH LETTER TO ALL SSU KISSI UNS RE TRANSFER OF SSU OVERSEAS KISSIONS TC CIG

SUBJECT: Detailed Procedure for Liquidation of 88U Activities Overseas

1. Reference Cable /A7ASH 2689 dated 6 September 1946 sirned by the
Director, S5U, advising that all SSU overseas establishments will be ligquidated
at close of business on 19 October 1946,

2+ Bvery effort was made to include &5 many essential instructions as
were necessary in the above cable. However, the procedures below are intended to
supplement in greater detsil those wihich were mentioned in the ebove referred to
cable., In some cases, there may be slight duplication.,

OPERATIONS 25X9

S« To carry out the nrovisions of the liguidation and achere to existing
repulations, it is necessary for the Chiefs of lMissions or Stations or their authorized
representatives to issue a termination notice (copy attached) to all civilian employees.
Tris letter must be delivered to the employee not later than 19 September, which is 30

days vrior to the effective date of terminetion, snd to be effective as of the closs of
business 19 October 1946,
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6. Any civilian employees under your jurisdiection who are not to be appointed
to CIG should be returned to this headquarters by the fastest available surface trans-
portation. Military transportation should be used at no cost to SSU wherever possible.
In any event, all such employees should be enroute to the United States by 1 October
1846, In the event arrival in the U.S. does not take place on or hefors 19 Qctober
1946, extensions of the effective date of termination will be issued by the Jashington
Office.

7. In order to accomplish the appointment of employees to the CIG so as to
prevent delay in payments of salary, allowances, eta.,, the following forms mst be
completed or sipned according to the following instructions, and returned so as to
reach this office not later than 1 November 1946: )

(2) Personnel fction Request -~ Form £37-1 =~ All of the information which
can be supplied by this office will be inserted on the face of the form. It
should be reviewed, information added where required, and signed by the employee
concerned. Likewise, a complete statement of the duties performed by the eumployee
should be given on the reverse under “Job Description", using the space under
"Special Qualifications™ if necessary (See Par. 7(b) below). The completed form
should then be reviewed and signed by the authorized officials at your headquarters.
It is requested that no changes in deduction, payments, or allotments be made at
this time. The original eand one copy, both sipned, must be returned to Washington.

(b) Applicaetion for Federal Employment - Standard Form 457 - This form
should be completed in duplicate by the employee accordinp to the printed in-
structions and attached to the "Personnel Action Request". The use of this form
will eliminate the necessity for a statement of "Special Qualifications™, which
is called for on the "Persomnel Action Roquest™. Both copies must be returned
to VWashington.

(c) Combined Oath, Affidavit, Declaration, etc. =- Stendarc Form 6la =
All required information on both sides of this form should be supplied by the
employee who is to be appointed to the CIG. This form should not be signed prior
to the effective date of appointment, 20 October 1946, and the signature should
be witnessed by eny Officer who is authorized to administer oaths.

(d) Letter of Arpointment - The letter of aprointment should be completed
from the information contained on the "Persommel Action Request", and sipned by
the Chief or Acting Chief of your mission or station, Concurrently with the
execution of the Cath, the employee should be given the letter of avpointment.
After beocoming aocquainted with its contents, it should be signed by the employee
as evidenoce of the acceptence of the terms of appointment and should be atteched
to the other forms for transmittal to Washington.

(e) Leave Transceript - Complete information regarding unused leave balances
standing to the credit of both vouchered end unvouchered SSU employeos to be appointed
to CIG must be supplied and transmitted with the other required forms. (Ses
Paragraph 12). :

(f) Employee's Withholdinpg Exemption Certificate - Form 747-4 - For
those employees whose status will require tax deductions, forms have been prepared
in this office and are enclosed, They should be signed by the employee, attached
to the other forms, and returned to Washington. TGD QEP.QE'T
'RV IR VI T
() Bond Deduction Form - Trecesury Depl. Form 2264 - Forms will be

prepared in this office [for those now authorizing bond deductions. The form
should be signed by the employee for transmittal to Washington. It is desirable
that no changes in amount of deductions, ete., be made at this time in order that
delays will not rﬁgult in effecting payments of salar¥. Qutstending individual
bond” deduction balances on voucher&d emnlozees as of 19 October will be refunded.

Approved For Release 2006/10/19 : CIA-RDP54-00177A000100080007-7



25X A2

) : -RDP54-00177A0001000 ;
) . Approved For Release 2006/10/19 : CIA 108 éogﬁ?f‘g“
- -3 -"V u

8+ As stated in Paragraph 7 above, it is absolutely essential that all of
the forms discussed in that paragreph be sipmed by the employee anq/br the authorized
officials of your headquarters, and transmitted in the required number of copies vie
air pouch to Washington so as to arrive not later then 1 November 1946. Since a great
damount of review will be required, any deleys in receint will cause corresponding -
delays in payments of' salaries and allowsnces.

HILITARY AND NAVAL PERSCHNEL

9. Whén the informetion requested in our Jable SJASH 2689 is recaived orders

MINANCE
PAY ROLL

11. All overseas salary payments and all livine end quarters allowances due

vouchered funds employees will be paid to them on the rezular pay rodl for the period
ending COB 19 October 1946, Since this will represent the final payment of overseas
salary and L&Q to the employee by the SSU, overseas Finance Officers will make s complete
audit of past payments to the employee to be sure that the final payment is correct.
The final pay roll should contain the notation that the employces listed thereon were
terminated as of COB 19 October 1946, All employees leaving Washington on and after
10 September for duty overseas will be placed on Special Funds payroll prior to their
depearture,

LiAVE

12, All leave earned by SSU employees should be computed by the overseas
Finance Officers and the balance of unused leave as of COB 19 October should be reported
on "Leave Transcript", form attached. In cases where the unused balance of leave stand-
ing to an employee's credits is not available, then the date of his entrance on duty or
arrival at overseas post will be shown end the smount of leave taken while at his
overseas nost will be indicated. One copy of "Leave Transcript" will be retained by
the £¥d liission and the original forwarded to the Fisecal Division, w#ashington, D. C.
A leave transeript must be furnished +o Washington coverings those employees who are to
be returned to the U.S, This transcript must be forwarded %o Washington simultaneously
with departure of emplovees,

f{,ﬁ o
AGREEVENTS AND CONTRACTS COVERING RECURRING SERVICES ! SH;,}S T

13. All formal or informal contracts or agreements covering recurring services
such as rents, utilities, etc., which were executed in writing in thendme of the
SSU and paid from vouchered funds rmust be terminated in writine effective not later
than COB 19 October 1946. lithere necessary the termination date may coincide with the
end of a pay period under the contract provided such. date is not later than 19 October.
™e services themselves may of course be continued and paid for from CIG Special Funds.
Care should be exercised in terminating contracts and agroements to be sure that re=-
newals or continuance of the services are possible, and to prevent sny loss or dis-
advantape to the government through sacrificing .rent advances, desirable terms, etoc.
(For Special Funds contracts, see Paragraph 40.)
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LIQUIDATION COF SSU OBLIGATIONS

14, TImmediate efforts should be made to settle all ocutstanding obligations
against the 38U, All ocutstanding obligations incurred by SSU prior to 20 October 1546
should be paid on or before 31 October 1946 from SSU balences in the field. On 1 November
1946 all paid vouchers revresenting expenditures of vouchered funds should be forwarded
to Washington with a Special Transmittal Letter in the usual manner, After 31 Cectober
any vouchered funds obligations which are presented for payment in the field will be
forwarded on to Washington for settlement,

TRAVEL

18, In the oase of vouchered funds employees who are under SSU orders in a
travel status as of midnight 12 October 1946, the SSU orders will cease to be effective
as of 12:01 AM 20 October 1946 and all expenses incurred after that time will be paid
from CIG funds, Under no circumstences will travel expenses incurred in traveling for
the SSU before 20 Uetober 1246 be included on the same voucher with travel expenses in-
curred on and after 20 Uctober 1946 for the CIG, As previously instructed by cable,
every effort will be made to restrict travel of employees, except terminated S5SU em-
ployees enroute to the U.S., during the month of October to prevent confusion in con-
nection with their termination by S8U and sppointment by CIG.

y T
POCU REMENT 251

17, Stations and missions should continue to forecast their reoculrements for
8ll types of equipment and supplies which are not procurable locally and forward
reguisitions covering such reguirements to Washington.
TP ernpry
3 Tl I 1
Tle

18, As of 20 October 1946, missions end stetions are required to také’dic
plete and accurate inventory of all expendable and nonexpendable property. The inventory

should be taken by location and forwarded in duplicate to Washingbon. A semple of
25X1 [ } is attached. This form may be

reproduced in the field. This report must be signed by the Chief of Mission.
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TRANSPORTAT ICN

20. It is expected that the Army will continue to furnish transportation
services where they are available, and an effort is being made to clear this with the

War Department as soon as possible, Therefore, until further notice, such services

should be obtained from the Army,

SECURITY

2l. Personnel to be retained by CIG and wholave not previously completed a
Personel History Statement (Form SA-1), sample of which is enclosed), will be required
to do so immediately. Completed forms will be forwarded to this office as expeditiously
as possible to reach this office on or before 1 November 1946.

22+ Each Chief of Mission will submit to the Washington Office in the form of
& certificate, & list of those persons being retained by CIG whoso morels, cheracter,
honesty, loyalty, diseretion and inteprity are, in his opinion, beyond question.

23. Chiefs of Missions will also submit s memorandum to Washington on esch
individual who he determines should not be retained by CIG and the reason for such
determinstion, and a recommendstion on possible fubure use by CIG.

SPECIAL FUNDS TO P S FC Pn ET

27, Effective 20 October 1946, CIG Special Funds will be used exclusively
to continue such operations as are authorized and directed.

28+ This termination of 88U and sctivation of CIG activities will require

gll Offices, Missions, Posts, and Stations, and indivicuals utilizing Special Funds
In the field to make an accounting cut=-off COR 19 October 1946,
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29, A new and entirely independent set of books (or series of accountings
as the case may be) must be started as of 20 October 1946,

30. The separation as indicated above must be complete and absolute fram
an accounting standpoint.

3l. Special Funds Field Representatives should take the following asction re-
parding Special Funds files, records, books and reports:

(a) Prepare new books, to be onened as of 20 October 1946 along the
reneral lines of 55U books now being utilized. For informetion and guidance
in this direction, a complete set of instructions and procedures are being
forwarded by Special Funds, Washingbton, under separate cover, %o such posts as

- security permits.

(¢) New files, and such other records that are maintained, should be prepared
for all individuales, projects, etc., being transforred apd/br romaining active.

(a) Take such other steps as may be necessary to afford complete segregation
of recordse.

(e} On 20 October 1946 snd monthly thereafter until further nobice, transfer
to the new books an amount of foreign currencies of all types required, estimated
to be adequate for one month's operation of CIG activities. In the SSU books,
this transfer should be charged to "Transfers - Washington" with the explanation
"In accordence with Washington instructions by memorendum dated " In the
CIG books, this transfer should be recorded in a svecial account opened in the
control journal under the heading "Balances Forwarded." A subsidiary record of
this account should be maintained detailing the exsct type, amount and rate of
all funds so transferred. The transfer should be adecuate to cover the month's
operations so that additional transfers will not be regquired during the month.

2. 88U books and records should be retained and in the present form. The
new CIG Special Funds accounting end pay roll procedure referred to in Paragraph 31(s)
are applicable only to the CIG financial records and are not to be applied to the SSU
finsncial records during the final ligquidation period.

33. All outstanding accounts and advences should be called ss at 19 October
1946, where it is Impossible to obtain accountines on or near that date, the accountinrs
should be obbaeined as soon thereafter as possible. If the period covered by asccounting
extends beyond that date, two accountings should be rendered -- one up to and including
19 QOctober 1946, and the other to start with 20 October 1946, As accountings are sub=
mitted through 19 October 1946, expenses and other transactions should be recorded in
S8U books and the balance outstending should be transferred to CIG books in the following
manner s

(a) In the 85U books, charre or credit "Transfers - Washingbon" itemizing
each transfer and identifying clearly by name or appropriate symbol with the

explanation "In accordance with Hashineton instructions in memorandum dated
A1}

. TOP SECRET
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(b) In the CIG books, such transfers should be recorded in tho control
journal in the special account desecribed in pararranh 31l(e) sbove, and details
of each transfer, including type, amount and exchange rate couprising the balance
as being transferred, should be recorded in subsidiary records.

4. Upon receirt of CICG funds from washingbon, the orocedure [or cash transfers
described in Paragranh 31(e) above should be discontinued, and the cash balances remsin-
ing on 8SU beoks should be held separately and retained pending specific instructions
from Washington as to disposition. : '

35. Old transactions, claims and obligations incurred prior to 20 Uctober
1246 should be liquidated with funds held on the SSU hooks and reeorded therein.

36. A complete report should be issued from SSU books as at COB 19 October
1946, Bepinning with 31 October 1946 and contimuing until S$SU books are closed,
two separate monthly reports, on a calendar month basis, should be issued to Washington,
covering the activities of SSU and CIG respectively,

37. 'There should be included in the monthly CIG renorts a schedule of the
account "Balances forwarded", detailed to show the asmount, type, and rate of all funds
transferred and the amount, type and rate of funds comprising the balance of advance
accounts trensferred.

38+ All transfer of account notices andé other memorenda issued after
19 Uctober 1946 should clearly state whether the transaction is for SSU or CIG records.

39, Informabtion necessary to establish new pay roll records as of 20 October
1946 will be found in the forms and instructions issued to handle these forms in that
section of this letter dealing with Personnel.

40, All contracts and egreements covering recurring services, such as rents
and utilities, now being financed with Special Funds should be handled in a wanner that
is compatible with security and operational reguirements,

GENERAL

41, All forms, rovorts or other documents requested herein shall be
classified accordiar to their content, Yowever, the rackace or packares containing
all of the forms and date recuested herein shell be classified and handled as Top

42, Any questions which arise in connection with the above procedures
which reguire clarification by Washington should be reguested by cable as soon as
possible. Likewise, any additional information which has not been included in the
cable or this pouch letter will be transmitted to you by cable as the guestions arise.

T0P erepey

25X1

Tolomel, Inlancry
Director, SSU
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